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c- 

Apptication Date 
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~ 

- ~ 
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Post O f f i c e  Box 2406 
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_ __ 

~ _~ ~ 

._ ~~ ~~ 
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1 
T ~ - ~  o Date ~~~~~~~ e h i c l e  .. ~~ Pass F i l e '  - ~.~ ~~ ~ ~ . .  ~ ~ 

What is  the function of the Division and the Office in which this record series i s  created? 
' The Por t  P o l i c e  Department i s  responsib le  f o r  v e h i c l e  s e c u r i t y  ( issuance and maintenance 1 o f  a l l  decal records, logg ing  o f  non-registered vehic les,  processing o'f incoming and ou t  
: going t rucks ) ,  i n t e r n a l  s e c u r i t y  (conducting record  checks f o r  a l l  new personnel, pe r iod  

t e s t i n g  o f  s e c u r i t y  procedures f o r  i n t e g r i t y ,  i n v e s t i g a t i o n  i n t o  background f o r  Po r t  Pol i personnel) phys ica l  Secur i t y  (conduct ing r o l l i n g  p a t r o l s  and key p a t r o l s  through a l l  
areas o f  t h e  Por t ) .  I f i r e  f i g h t i n g  t r a i n i n g  f o r  P o r t  P o l i c e  personnel. Enforces t r a f f i c  ordinances, develops 
and maintains park ing  p lan  and maintains l i a i s o n  w i t h  o the r  agencies; example, Coast 
Guard, F.B.I.  , G.B . I .  i a c t i v i t i e s .  

Mainta in  f i r e  prevent ion systems, conduct f i r e  prevent ion and 

Customs i n c l u d i n g  su rve i l l ance ,  i n v e s t i g a t i o n  and p i l f e rage  

o f  veh ic le ,  Po r t  A u t h o r i t y  au tho r i za t i on  l i s t i n g  e n t r y l e x i t  t imes and 
dates. , .  

C 
ce 

4 ~ ~~ ~ ~ ~ __ . -~ ~ ~ 

7. Record Series Description This file contains the following documents (include form numben and titles, if any): I 
Attach samples of the file. ! Control  o f  veh ic le  access t o  Por t  f a c i l i t i e s .  

t 1 Documents relating to: 

File is arranged: Chrono log ica l l y  

I .... ~ ~. . . -. .~ __ ____.__ ~~ ~ _ _  
0. Monthly Reference Rate How often are records referred to which are: 

15 10 Seven to twelve months old Thirteen to twenty-four months old _I -..-; 20 
-6-; 7 

One to six months old ~~ 

twenty-five months and older-_-~-_-. 

9. Annual Rate of Accumulation of Rerords 
_ . . .- _ -  _.___ _.__ ____..___~__~_-___---~_I~__ I_____. - 

I 
24 1 egal boxes. . Leyaki re  drawers -.---A; Shelves -----.;Other (specify) ~ - . .  .- ! Letter-size drawers -.~__~.-- -, t- 

i 



I ~ -. _ _  
! -. ._ I-_ .---+!-_~-i_-.~~ __.. .- 

-. . ~ .  . ~~ . .  
f i le for a long period, could these 

. .  _ ~ ~ ~ ~ n _ t r b e . s ~ e d u l e d  reparatelu?, . ..= 
~ - 

~. . ~ - -  -~--_- _ ~ _ I ~  .x . ~ l  ~ f. .Is~theinformation.~nrained i u h i s  seriesever published!_.~sr,atrachro~~u,:.- 
~~ 

1 

I 
-1 

g. Is the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. Is there a duplication of t h i s  series in your office, or in another office or agency? 
-_ltres,anach.cow._. ~. ~ ~ ~ ~ ~~ iT . ... - .~ - 

~~-.-If ves,.wherL_-~ .~ ~__-  ILX. I _ ~ 

. _ l ~ - x _ 1  i .  Is thisserie~~Q~am~~~part ionof i f~. . reaular lv microfilmed? 
-~1- ~x L - ~ L ~  Doesthe recordseriesresultin~acomouter orintout? .... . -~ ~~ 

1. Retention Requirements .,i The foltowing requires the series to be kept: 

~ ..___~__.~-L -. ~ ~~L ~~ ~~ -.-----.. . 

I 
a. State Law ~ ~ ~ ~ : .  .. ~ years. d. Audit period -~~ .-years. 
b. Statute of limitatiqn .. -~ -_ ~~ years. e. Administrative need - - -.years. 

c. Fqderal law ~ .. .~ ~ ~ years. f. Federal retention instructions I -years. 

3 

I 
~ ~ - ~~ . ~~ . ~ . ~  ~ - ~ ~ . _ ~ _ _ _  I 

,2. Amroved Disposition Instructions This agency recommends that the fileseries be cut off ax tht end of each: i . I 
0 Calendar Year: 0 Fisql rear ;  Other - . m o n t h l y _ _ _ _ _ _ _ - t h e n ,  I 

0 Hold in the current files area:-. .~ ~ . .  ,&nth(s) ~- ~ ~ ~~~ year(sl; then. 
a Transfer to local holding area,'hold,-~~3 ,-~~--.year(s); then 
0 Transfer to State Recurds Center; hold _~--~ -year(s): then 
IXI Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify1 

' 

These instructions apply to a l l  prior and future accumulations 0- ... o series. i 

kommendations in para- 
lraph 12 are approved. 
'If disapproved, attach letter 
,f exrhnation.l 

State Records Co 

State Auditor/Designee - .- . 

Attorney General/Designee 
_ 


